How to merge a unit into another unit.

A PHA might want to merge two smaller units into one larger unit to better its
market demand. For example, two 0-bedroom units might be merged into one 1-
bedroom unit. There are two parts to the task.
1. Increasing the number of bedrooms for the unit that will continue to exist.
2. Marking the unit that is ceasing to exist as a“Merged unit”.

Increasing the number of bedrooms requires the HUD or HA user to navigate to
the unit detail screen for the unit that will continue, changing the number of
bedrooms, then clicking “Save”.

To mark the other unit as a merged unit, aHUD user will use the following steps.

1. Navigate to the unit detail screen for the unit being merged into another unit.
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2. Click the “Exception” button.
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How to merge a unit into another unit.

3. A comment dialogue box appears. Enter acomment explaining what the
exception is and/or its justification.
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4. Click “Save’ to save your comment. The screen will change like the next
screen shot.
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5. Now the “Reason for exception” pull down list isenabled. Click the triangle
on theright end of the pull down to see the choices.

Th Uidn Niwnain Micowiadt InlpieeT Eaplaier pinwided by AR

Mo Qi Wee Pyosw Jode - Hec Dbk~ O
EFEOH i Tofopr - (DFad 5T heves
i Hio it bk oo iy b b et oy o

CR e i

(P bl 0 MED [PevieE g

i o e ik i ey T
T e
| masy e |

P
A

H Dpanon Pkl died limllon Beisdiaj
W e 00 e Ohpaationn
Hak: EHETW Fosn Wouhs Hisds
Fistd i n I H CELBHOMA, CITY P0G A CEMTER
Foeld e HA ORI | AT
Pt Deesl frrse (RIS BEHIRMIN i3 AMTS. HICHIISE
p— - e |
Tat Franber 1] By s
Entrazce Hombe [ r_""mr‘"”:' I S L RV ERLE
Adddraar
ACT Dhal Lkl T DM
Proar Fharokar 1 F Floar Fareber
Bedmeom Conmt ] Tiad Diergrasbon Eluriy Lind *
oY -
Wit Esperind
B brraisied Stau Tipe Wil Sppawsal Cornplnssd Tt St ;
P Dotaped by Asiivd Teand
O Wil OF e CE R
o, e &
EEcxtwr Dk " MRLTERYYTY
Heai ol Forsibplanales |
A3 grid

ol Tecuny Funiler
Furt Harmn

Lt ameer
Doopancy Diain

[F==]

il s

O A e

6. Choose “Merged unit”. DO NOT choose “Conversion unit” (this choiceis
being removed soon). Enter an Effective Date for the unit merger.
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7. Now the “Unit Designation” pull-down list is enabled. Click the triangle and
scroll down to highlight “Not applicable” (for the merged unit).
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8. Another comment dialogue box will open. Say when it is not applicable
(“Merged unit” is good reason>.) Click “Save’.
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9. Click the“Save’ button on the lower right corner of the screen.
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10. When you are finished, the screen will ook like this. Note the following
fields are different:
= Unit designation (not applicable).
= Unit status (exception).
= Reason for Exception (Merged unit).
Effective Date (of the unit merger)
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11. For the changes to fully take effect (for CapFund and historical purposes), the
HA must then submit and the Field Office must approve the changes.
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